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STUDENT HANDBOOK 


1968 - 1969 


September 9, 1968 


Dear Student: 


Your presence here at the Institute indicates that you have a 
desire to prepare yourself for employment in our expanding North 
Carolina economy. Each of us must insure that we take full advantage 
of the educational opportunities offered to us if we are to be. assured 
of a rewarding livelihood. As you begin, or continue, your studies 
here at the Institute I ask that you take a few moments and reflect 
upon your goals for the coming year! 


Are you tenacious enough to work harder when things seem to. be 
going against you? Do you have the willpower to spend your evening... 
hours studying, after a five-, six-, or seven-hour academic day? Will 
you seek additional help from the instructional staff when you feel 
that you need the help? If your answer to each of these questions is 
in the affirmative, and I'm sure that they are, then you will succeed. 


We have prepared this handbook to provide you with information of 
a general interest about student regulations and policies of.the 
Institute. Most of the questions concerning your life here at the 
Roanoke-Chowan Technical Institute should be answered. If you have. 
questions which are not answered, or personal problems, please con- 
tact a member of the counseling staff who will try to assist you. 


Best wishes for a successful year, 
eS, = 
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SCHOOL CALENDAR 1968-69 


Fat? 


Monday 
Tuesday 
Wednesday 
Thursday 
Monday 
Thursday 


Friday 
Wednesday 
Thursday 
Friday 


Total Number 


Quarter 


All instructors. present for workshops 
Registration 

Student orientation 

First day of classes 

Last day for late registration 

Last day to change class..assignment 


Mid-quarter reports due. 


Last day of classes for quarter 


Thanksgiving holidays 


of Teaching Days-55 


Winter Quarter 


Monday 
Tuesday 
Friday 
Tuesday 
Friday 


Thursday 
Monday 


Thursday 
Friday 


Total Number 


Registration of classes 

First day of classes for quarter 
Last day for late registration 
Last day to change class assignment 
Last day before Christmas holidays 


Begin classes after Christmas holidays 
Mid-quarter reports due 


End of winter quarter 
All quarter reports due 


of Teaching Days-55 


Spring Quarter 


Wednesday 
Thursday 
Monday 
Thursday 


Thursday 
Tuesday 
Tuesday 


Friday 
Saturday 
Sunday 


Total Number 


Registration 

First day of classes 

Last day for late registration 
Last day to change class assignment 


End classes before Easter holidays 
Begin classes after Easter 
Mid-quarter reports due 


Last day of class in spring quarter 
All quarter reports due 
Graduation for all two-year students 


of Teaching Days-55 


4 


June 


July 


August 


30) 
50 
30 
30 


230 
:3@ 


73.0) 
150) 


250 
230 
7) 
230 


250 
230 


2130 
750 


Summer Quarter 


Wednesday 
Thursday 
Monday 
Thursday 


Thursday 
Monday 
Thursday 


Thursday 
Thursday 
Friday 


Registration | 
First day of classes | 
Last day for late registration 
Last day to change class assignment 


Last day of class/holiday : 
Mid-quarter reports due : 
Last class in 6-week summer session — 


Last day of classes in summer 
All quarter reports due : 
Graduation for 4-quarter classes | 


DAILY CLASS SCHEDULE 


First Period 
. ». Second Period 
| «tie At rderemtods 
; i Geer OUGCIBEeELoOG 
(Lunch) q 
. .Fifth Period 
(Lunch) 
wei OLeUner ara Od . 
ole « «seme -oeventh Period 
tee bLenth «Period 


GENERAL REGULATIONS OF THE INSTITUTE 


Students are responsible for observing all regulations and -policies 
contained within this handbook. The student must, also, assume. the 
‘responsibility for obtaining information contained in announcements.-made 
through the student bulletin board and other official publications. of... 
the Institute. It is an absolute necessity that all students familiarize 


themselves with the contents of this handbook. 


Student Conduct 
The student body of the Roanoke-Chowan Technical Institute is 
expected to display at all times the qualities of courtesy and integrity 


that characterize the behavior of ladies and gentlemen, 


Dismissal 
The Institute reserves the right to suspend or dismiss. any. students 
when it believes such action is in the best interest of the Institute or 


the student. 


Fire 

If the need should ever arise to evacuate a building because of 
fire, a general announcement will be made by a staff member. When such 
an announcement is made, students should leave the building by way of 


the nearest exit. 


PARKING INSTRUCTIONS 


Parking instructions are not complete at the present time due to 
renovations on the campus. Areas will be assigned students, faculty, 
and administration as soon as possible. 

When assignments have been completed, you will be given an 


assigned area. 


GENERAL INFORMATION 

Bookstore 

Roanoke-Chowan Technical Institute maintains a bookstore for the 
convenience of the student body. Students are able to purchase needed 
textbooks, supplies, and equipment. The bookstore operates from 8 a.m. 
till 4 p.m.; 6:45 p.m. till 9:00 p.m. each day, Monday through. Friday 
and each quarter during the regularly scheduled classes. When possible, 
the Institute assists students in offsetting some of their. expenses. -by 


offering them employment in the various departments in the Institute. 


Food or Lunches 
Vending machines and drink machines are on the campus. A lounge 


will be made available immediately. 


Conduct 

Roanoke-Chowan Technical Institute has a genuine concern for the 
integrity of all students enrolled. Students are required to conduct 
themselves in a mature and responsible manner. 


1. Each student is held responsible for information published 
through notices and announcements placed on bulletin boards. 


2. Students who negligently lose, damage, destroy, sell, or 
otherwise dispose of school property placed in their posses- 
ion or entrusted to them will be charged for the full extent 
of the damage or loss and are subject to disciplinary action. 


3, Under no condition will alcoholic beverages or narcotics 
be permitted in or .on the school. property. No one under 
the influence of alcohol or narcotics willbe allowed .on 
school premises. Any violation of this regulation will 
result in expulsion from the Institute on the first. offense. 


4, Students who engage in such acts as stealing, gambling, 
profane language, personal combat, and possession of fire- 
arms and dangerous weapons are liable to disciplinary action. 


5. Smoking is prohibited in all classrooms, laboratories, 
and shops at all times. 


6, Students are expected to make use of the disposal -.con- 
tainers in the halls, shops, and classrooms, when 
discarding materials. 

7. Students will be expected to dress in an appropriate manner 
at all times. Dress and grooming which would be unaccept- 


able to employers is unacceptable to this Institution... 


8. Due to the amount of danger areas in the Institute, - 
students are asked not to bring children to class with. them. 


9, Students must remember that when entering and leaving 
the school parking areas they must always proceed with 
caution. 

10. Drinking of soft.drinks, milkshakes, and coffee, as well 
as eating of food, is allowed only in designated area. 
Drinks and food should be kept within the limits of the 
student lounge or out-of-doors. 
ll. Parking is allowed only in designated areas. Faculty 
and staff parking is marked. 
First Aid 


The Administrative Building of the Institute maintains an adequately 


supplied first-aid room for the use of faculty and students. 


Accidents and Reports 

Any student injured at school, or in traveling directly to or. from 
school, must immediately report the accident to the Registrar's Office. 
At such time, the student should request an insurance form if he/she has 
purchased the scholastic insurance. The Institute will not approve 
payment by the insurance company unless the accident has been reported. 
Hae pa ce.c 

Since all classroom doors open into the hall, it is necessary to 
keep traffic and noise to a minimum. It is expected that students. will 


not loiter in the halls either during or between classes. 


smoking 
Smoking is not permitted in the classroom, shop, lab, or Library-- 


only in the lounge area and on campus. 


Dress 
In the areas of study that require special clothing, the students 
will attire themselves accordingly. If special clothing is not required, 


the students will attire themselves appropriately. 


Library 
The Institute offers to the students a very modern, technical library. 
This library contains the latest editions and publications in the vocational 


and technical fields. 


Learning Lab 


The programmed Learning Laboratory is one of the most modern inovations 
in Adult Education. It offers educational opportunities to adults of.all 
grade levels and academic skills. It offers an opportunity to complete 


your high school and to study courses of special interest. 


Registration 

The Roanoke-Chowan Technical Institute operates on the quarter system, 
each approximately eleven weeks in length. All students are expected to 
register during the scheduled registration period. All fees and tuition 
must be paid before a student's registration is complete. Late registra- 
tion is permitted within seven days after classes start with the approval 
of the Director. The late registrant must accomplish the same course work 


as the student that registers at the regular time. 


Transfer Students 

The Roanoke-Chowan Technical Institute will accept credits. from.all.. 
North Carolina Department of Community College institutions and. from.other 
recognized institutions of higher learning when such credit acceptance is. . 
deemed to be in the best interest of the student. If the student. wishes .. 
to receive credit for a course other than what has been granted,.he must .- 
make application for such credit within five (5) days succeeding registra- 


tion through the Registrar's Office. 


Tuition and Fees 

All tuition and fees are established by the State Board of Education 
and are subject to change without notice. Currently tuition is charged 
at the following rates for all curriculum courses: 


North Carolina Students: 


Full timete sa. 20 mca fells. cee OUM—De GEC Uarter 
INsurancemheemicg \.)mcnte a cect es os ean. 2.50 per year 
ACtCIVi ty pEeGew. crm e-ar ies fen. 3.00 per quarter 


Out-of-State Students: 


Full time elke cel telts! od oh veces Pain OU OUmpe MEaGUualLer 
Insurance «f Ge@ieis sie ucuiene utc mmrcnane 2.50 per year 
Activity fee olin sins tce Dene oil's er met 3.00 per quarter 


Textbooks are purchased by the student as they are needed. 

The Institute cannot assume the responsibility for injuries or losses 
sustained on or off campus by any student. It is suggested, for the pro- 
tection of the student, that accident insurance be purchased. This..insurance 
is available to any student on a voluntary basis. All students are .. 
encouraged to purchase this protection during registration at the-current . 
annual rate of $2.50. The Institute assumes no liability for the student 
who does not purchase insurance. 

Any student registering during the late registration period will be 


charged a late registration fee of $5. 
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Classification of Students 
Full-Time Student - A student enrolled for the number of quarter 
hours that would allow him/her to graduate in the prescribed 
number of quarters. 
Part-Time Student - A student enrolled for less than the number -of 
quarter hours that would allow him/her to graduate in the 


prescribed number of quarters. Fees: 


North Carolina Students - $2.50 per quarter 
hour credit 
Out-of State Students - $6.25 per quarter 


hour credit 

Freshman — A vocational student in a four-quarter program. Also, 

a technical student with less than three (3) full quarters of 
credit. 

Sophomore —- A technical student with three (3) or more full quarters 
of credit. 

Special Student - Any student who is not enrolled in a regular curri- 
culum program and whose final objective does not include graduation 
with a diploma or degree. 

Audit -.Students are not permitted to audit courses. 

Diploma Programs 

The Roanoke-Chowan Technical Institute will award a diploma to graduates 

of all trade curriculums. This diploma will be awarded by the -Board .of.. 


Trustees when all requirements for graduation have been satisfied. 


Certificates 
Certificates are issued in the name of the Roanoke-Chowan Technical 
Institute to all students who successfully complete any short-term program 


or course. 


xe 


Requirements for Graduation 


In order to be eligible for graduation, a student must complete all 
prescribed courses for the curriculum in which he/she is enrolled... 
Students in the Associate Degree programs must have a quality-point average 
of 2.0 or better based on the number of quality points earned, divided into 
the number of credit hours attempted. Students pursuing vocational diploma 
programs must attain a quality-point average of 2.0. 

In order to graduate, each student must fulfill all financial obliga- 


tions owed to the Institute. 


Grading System 


A letter grade is used to indicate the quality of a student's work 
in a course. Grade points are assigned for each letter so that a grade- 
point average can be.calculated. Students' grades are reported at the end 
of each quarter. The grading system is as follows: 


Grade Points 


Grade Explanation Per Credit 
A (93-100) Excellent 4 
B (85- 92) Above Average 5 
C (77- 84) Average 2 
D (70- 76) Below Average 1 
F (Below 70) Failing 0 
(Incomplete) 
WP Withdrew Passing 
WF Withdrew Failing 


Report cards are mailed to the student's home shortly after the close 


of each quarter. 


Probation 

At the end of each quarter's work, the student's quality-point average. 
will be computed. Those students whose quality-point average falls below. 
1.0 will be placed on academic probation. If the student's subsequent. 


quarter's work should also fail to meet this minimum standard, he may be 
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requested to withdraw from the curriculum or to take remedial work in 
addition to his regular course work. 
Withdrawals 
Students desiring to leave the Institute during the quarter must 
withdraw officially through the office. . This can be done with an official 
withdrawal slip obtained from the Registrar. There is no penalty if a 
student withdraws prior to the date specified in the Institute calendar 
as the last date for withdrawing without failure. Failures are recorded... 
on all courses for students who withdraw after that date. However, if a 
student withdraws after the deadline with the approval of a physician, a 
grade of WP or WF will be recorded on each course. Students who withdraw. 
without following the above procedures will receive failing grades on 
all courses for which they are registered. 
Absences ; 
The Institute operates under the general principle that class 
attendance is necessary. The following criteria govern all class absences: 
A. One (1) excused.absence given per quarter hour credit for 
each course taken. (Example: 3 hour course - 3 cuts per 
quarter.). 
B. Absences over allowed maximum must be either relative to 
sickness or death in immediate family. If sickness, an 
excuse signed by a medical doctor must be presented within 
one (1) week to the Registrar. 
AKKKATF the absences normally allowed for any course 
are used for indiscriminate reasons, absences 
incurred for sickness will not be excused. 
Students are advised to save their cuts for 


unforeseen reasons. 


C. One (1) quality point will be deducted for each unexcused 
absence beyond the allowed number of cuts. 


D. The 75% attendance requirement will remain in force for 
course credit. 


E. Absences incurred due to late registration or due to change 


in curriculum will count as cuts. If more class sessions 
are missed than allowable, they shall be recorded as overcuts. 


pis 


F. Special circumstances not covered in the criteria may be 
discussed with the Registrar. 


G. The student should clear anticipated needs to be away from 
class with his instructor. 


Adds and Drops _ 

A student may change his schedule by adding or dropping a course 
without penalty during the first seven (7) days of school following 
registration. A student who finds it necessary to withdraw voluntarily 
from a course must confer with a Counselor and secure a drop slip. A 
student may drop a course during the first seven (7) class days following 


registration without receiving a grade by following the above procedure. 


Draft Deferment 

Draft Deferment forms are mailed to any student's Selective Service. 
Board upon request after he registers for the first quarter. The . 
school is under obligation to notify the Board should the student's 


attendance or quality of work become unsatisfactory. 


STUDENT SERVICES 


Counseling 

The Institute provides a professional counseling staff to assist the 
students with their academic and/or personal problems. This service is 
available to all students on request. Individuals seeking assistance 


should contact the Registrar's Office. 


Testing 
The Registrar's Office provides testing services for those individuals 
that may not: be certain of their vocational: choice. -The:-institute,salso,. 


provides an extensive program of achievement and individual testing. 
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Financial Assistance 


Limited financial aid is available through the following areas 


listed below. Inquiries concerning financial aid should be made through 


the Student Personnel Office. 


coe 


College Foundation 


The Institute belongs to the North Carolina College 
Foundation, Incorporated, which administers various 
student loans. 


The maximum loan available per student is $1,000 per. 
year. Repayment shall begin four months after leav- 
ing school and shall not extend over a period longer 
than six years. Extension of the repayment period may 
be granted for military service, peace corps, or 
graduate study. 


Work-Study Plan 


The Institute participates in the work-study program. 

of the 1963 Vocational Education Act. Students may 

work for the school a maximum of thirty-six (36) hours 

per month while in school. The extent of this program 

is, of course, determined by the amount of funds available. 


Vocational Rehabilitation 


Vocational Rehabilitation is a program operated through 
the Division.of Vocational Rehabilitation in cooperation 
with the North Carolina Department of Public Instruction 
and the Federal Office of the Vocational Rehabilitation... 
Administration. The Division is financed by State and 
Federal funds. Vocational Rehabilitation offers such. 


“services as are necessary to enable a physically or 


mentally employment-handicapped person’ to become self- 
supporting. Financial assistance is available for 
training at the Roanoke-Chowan MSGi gheet Institute for 
eligible handicapped persons. 


If a prospective student has a physical disability or is.. 
limited in his activity because of a disability he should 
contact the Division of Vocational Rehabilitation office 
nearest him. 


"G, I. Bill" - The Veterans Readjustment Benefits Act - 1966 


All programs being offered by the Institute at this time 
are approved for training under the so-called "Cold War 
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G. I. Bill." Veterans desiring to train under the benefits 
of this bill must first establish their eligibility with 

the Veterans Administration. In general, Veterans who 
served in the Armed Forces since January 31, 1955,..and -who. 
were discharged under conditions other than dishonorable,.... 
qualify for:training under the bill. The amount of .train-. 
ing permitted-is determined by the number of months of 
service. Certain servicemen on active duty are also 
eligible for schooling under this bill. Interested .service- 
men should contact their Education Officer. ~~ 


Veterans are admitted under the same admission requirements 
as other students. They pay tuition and attend school 
under the same regulations as others. The only difference 
between Veterans and other students is that they -are paid 
monthly by the Veterans Administration, an amount determined 
by the hours attended and the number of dependents he has. 
To be classified as .a full-time student, a Veteran must 


attend 25 hours per week in a technical course and 30 
‘hours’ per week in.a -vocational-course:~ -... -. 


5. Community College System Student Loan’.Fund~. 


The North Carolina Department of Community Colleges operates 

a student loan fund .from which students may receive a. 

maximum of $300 .per year in aid. Applicants for this loan 

should apply directly to the Registrar's Office for appli- 

cation. 
Housing 

The Institute does not operate housing facilities. Students normally .. 

have no difficulty in locating satisfactory housing, including. facilities . 
which provide room..and board at moderate’ rates::..The office will-assist..~-. 
“students in locating available housing but cannot assume any responsibility 
“beyond this. Students and landlords should havea complete understanding... 
with regard to rental conditions, so that there will be no misunderstand- 
-ing concerning such details. 
Placement 


Every effort is made by the Institute to help students find.employ=-~ 


ment, and to secure employees from graduates of the Institute for interested 
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employers. This is not to imply that the school guarantees employment 
to any student or employees to any employer. There shall be no..charge 


to industry nor to students for this placement service. 
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